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26 July 1957

MEBMORANDIM FOR:  Adainistrative Staff, O
BUBJECT i Proposed Regrading of Fosition of Chier, Processin: Branch

2.

3.

from G3-1L to 689,

Management Office completaed in May a comprebensive series of churts
covering the processing operations of the Document Mvision. Tiese show
37 different major procedursl sequences being spplied to the da:ly flow
of bundreds of yaricties of lntelligsnce community publiomtions. The ook
system currently processes ia excess of 1500 documents Pper work day and
among these there ocour, alss, nany one-tine or infrequent verictions ia
procesalng due o stipulmtioas of producing or yecelving officer, or
because of the variety of errors bound to ocour in Bo extensive an
sctivity.

In the OCR structure, the Processing Brench of Document Hivisior perfors
a role smalogous to that of a beart pmamping dlood to a variety «f specicl-
purpcse organs. Jech document with its enclosures snd all its coples nust
be sent in succession and on schedule to specialists in dissemiration,
rhotography, subject fadexing and records control. Beciuze there 1s such
great variety in the purposes of doowients and because the U.S. intelllicence
community has not yet found « wey to standardize their physical production
and handling, OCR and this Banch in particulsr, axperiences control pro-
bleme unique in the intelligence coummmity. The charting by Meragement
Office is & concrete illustmution of the complexity involved. day ingquiry
into how these processing problems are recognised and solved estsbiisher
immedistely the central rcle of the Chief, of the Processing Breach. It
is his responsibility $o recognize processing Problems, propose aew pro-
cedures, coordinate their spulication with other offfces concerrad and to
execute them day by day.

The proposed G8-9 grads of the position of the Chief, #rocessing Branch,
would not reflect the responribilities described above and is barely com-
petitive in sttracting aad holding individuals qualified by trwiailng and
axperlience % give competent performmeces. The basic activities of the
Branch are with ainor axception clerical in nature, but the two senior
positions requirs ladividuals proficlent in the layout and sdministration
of systens. This aspect hse not been properly enphasised in the past zad
some of the complexity of the present operations bas uwadoubtedly been dus
to & lack of perspective at the operating level.
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It is proposed that the prégression for the nev recruis startiag out in
Processing Braach and hopirg to qualify eventually foar the top position
banceforth include experiescs in prrofessional ss well es cleri al phasa:
of the document processing syetem. The future candidate shoul:: posSsess;

8. Complete fumiliardity with all of the varisties of document: flowln
through the system. This is essantial for he may be callec upon
dally to make brogessing decisions which ragquire scquainta ce with
the special festures of each document seriess.

bs Understanding of the Pceseing chjectives of all 0IA service
facilities which use documents renging from dlseseminetion through
CIA Iibrary and the specialized registers to FOD ead the OFR Map
zlfbmyl

¢. Understending of the eni uses of docunments because he will nake
decisions which may comflict with these uses and will aegotiste
both with consumer and yroducing offices about them.

d. Appreciation of IAL doocvaent baadling systems because the comnunity

cefures and provide top quality reference service to intell gence
officers. ‘The Chief of the Processing Branch 1s in « key postition
to influence cammunity dscisions about docunent management. This
poteatial has not been zsalized in the peat, probably, due <o over.
anphasis on rise through clerical ranks without proper emphisis on
the professional clements in the wial systen,

The proposed (S-9 grade for :he positien of Ghief, Processing Branch,

will not permit the recruitwant of inddviduals who have wide exp arience,
both clerical and in enmy event professional, in the operation ¢i the OCE
document proceseing systeu. Since the G8-9 s now standara for journey-

individuals, ’having acquired & year or more of experience 1n the
Analysis Branch and baving entered the zone of eligibility for e GS-11

In sumikry we belleve that:

a. The wost significent Job in Processing Breneh is the design nd manago.

ment of document hundiing systems.

b. This requires experiance and understanding of all aspects of the
production and disposal of intelligence documents.
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¢. The GB-9 and even the GB-11 grade levels will not sttract axi hold
candidates for top pesitcon in Processing Branch.

4. The benefits from expericnced and imaginative nanegesent meen

reduced costs and high quality of service to ail members of
the intelllgence community.

I 25X1A
thief, Docunent Mivision

Approved For Release 2001/03/02 : CIA-RDP67-00896R000100070032-2




